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April 14, 2003 
 
OKLAHOMA BULLETIN NO. OK340-3-2 
 
SUBJECT:  SPA – FY 2003 Oklahoma Quality Assurance Policy 
 
Purpose:  To provide guidance on the Oklahoma FY-03 quality review processes. 
 
Expiration Date:  September 30, 2003 
 
 
The attached processes will be used in Oklahoma for FY 2003 quality assurance.  The new 
policy has changed significantly from the FY 2002 quality assurance policy.  Please review the 
new policy carefully. 
 
Effective immediately, Office Assistants are no longer required to submit OK-MGMT-WKSHT-2 
to the Board of Technology. 
 
 
/s/ John Glover, Acting for 
 
M. DARREL DOMINICK 
State Conservationist 
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FY-2003 Oklahoma Quality Assurance Policy 
 

State Level Quality Assurance 
State level reviews will be completed annually following the guidelines outlined in GM 340 Part 
404, Amend OK1, June 2000. One zone will be reviewed each year. The review will be 
conducted by members of the State Leadership Team and two individuals representing the 
teams. 
 
Field Level Quality Assurance 
The method for assuring quality of work being provided to NRCS customers will focus on the 
following: 
 

• Conservation Practice Reviews 
• Conservation Plan Reviews 
• Programmatic Reviews 

 
Conservation Practice Reviews 
For the purposes of this policy, “certification” and “certifying a practice” means signing 
appropriate documentation that the practice supporting documentation has been reviewed by 
NRCS and meets all applicable NRCS standards and specifications, in accordance with General 
Manual 450, Part 407, Subpart B. 

 
1) Practices considered for review 

a) Practices for which NRCS has certified as meeting NRCS standards and 
specifications.  (Includes both cost-shared and non cost-shared practices). 

b) Practices included in contracts that are non cost-share installations.  These practices 
must be certified by NRCS, regardless of whether or not NRCS provided technical 
assistance in the installation; and therefore are subject to potential review. 

c) All practices certified on farms owned or operated by NRCS employees or their 
immediate families must be reviewed. 

2) Practice reviewers 
a) Practice reviews must be completed by a TSO specialist or a person with equal or 

higher approval authority than the individual certifying the practice reviewed. 

b) Teams may nominate persons from their team to complete practice reviews.  
Nominations must be made to the ASTC(FO) before October 15 of each fiscal year. 

c) The ASTC(FO), jointly with the TSO specialists, will determine approved practice 
reviewers for their zone.  The approved list of practice reviewers will be submitted to 
the BOT by the ASTC(FO) before November 15 of each fiscal year. 

3) Time frames for reviews 
a) Practice reviews are to be done on practices that are certified as to meeting NRCS 

standards and specifications during the fiscal year. 

b) Practice reviews should be completed as soon as possible following practice 
certification.  Required practice reviews must be completed by January 1 for 
practices certified the previous fiscal year. 
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c) District Conservationists are responsible for requesting the scheduling of practice 
reviews and allowing adequate time for reviews so that the reviews may be 
completed within the designated time frame. 

4) Number of Practice Reviews 
a) Practice reviews will be completed on a minimum of 5 percent of each practice code 

certified each fiscal year, per field office. 

b) If there are 40 or more installations for a practice code, then it is not necessary to 
review more than two installations of that practice code. 

c) If there are 10 or fewer installations for a practice code, then that practice code will 
only have to be reviewed if it has not been reviewed during the previous two years. 

d) Practice reviewers will use discretion to decide if additional practice reviews are 
necessary. 

5) Review Procedures 
a) For ecological sciences practices, form OK-CPA-5 shall be used.  Copies of each 

OK-CPA-5 will be provided to the District Conservationist, ASTC(FO), and the State 
Resource Conservationist by a formal transmittal letter. 

b) For engineering practices, form OK-ENG-23 shall be used.  Distribution of the OK-
ENG-23 will be as follows: 

i) For pending practice reviews - a copy of the OK-ENG-23 will be provided to the 
District Conservationist, ASTC(FO), and the State Conservation Engineer. 

ii) For non-pending practice reviews - the OK-ENG-23 will be provided to the 
District Conservationist, with no additional copies needing to be sent. 

c) For those practices requiring computations as a basis for cost-sharing under cost-
share programs, the practice reviewer will use the same procedures in determining 
quantity that was used by the person certifying quantity.  However, if the reviewer 
determines that the method for measuring the practice extent does not have 
sufficient accuracy, other methods may be used for verification. 

6) Handling Errors 
a) When the practice does not meet standards or specifications: 

i) For cost-shared practices - The District Conservationist will notify the landowner 
in writing immediately, with a copy to the ASTC(FO).  If the landowner fails to 
bring the practice up to NRCS standards within a year of notification, then the 
District Conservationist, with a copy to the ASTC(FO), will report the facts to the 
cost-share agency. 

ii) For non-cost shared practices – The District Conservationist will notify the 
landowner in writing, with a copy to the ASTC(FO), informing them of review 
findings and offering NRCS technical assistance to bring the practice up to 
NRCS standards.  No additional action is necessary. 

b) Where there are errors in computations – Errors are the difference in the certified 
amount and the actual amount.  Errors will be identified and handled in one of the 
following ways: 

i) Significant Errors – are errors that result in a total cost difference of $250 or 10% 
of the total cost, whichever is less.  For significant errors, the District 
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Conservationist will notify the appropriate cost-share agency and the landowner 
in writing of the correct quantity.  A copy of this letter will be provided to the 
ASTC(FO) and the practice reviewer. 

ii) Insignificant Errors – are errors that result in a total cost difference of more than 
$50, but are not significant errors.  These errors are reported to the District 
Conservationist as possible training needs, but no additional action is necessary. 

iii) Non-reportable Errors - Errors resulting in total cost difference of less than $50 
do not have to be reported, regardless of the total cost of the practice. 

7) Required Reports 
a) Each field office will maintain a fiscal year listing of practices certified in the field 

office.  This listing will record at a minimum, the Practice Code, Landowner’s Name, 
Cost-Share Program.  Additional items may also be included on the listing at the 
option of the field office.  SCS-MGT-199 is one form that is available that could be 
used for this listing.  This listing will be made available to practice reviewers upon 
request. 

b) The District Conservationist will submit an OK-MGT-WKSHT-1 to the zone practice 
reviewers and the ASTC(FO) at the end of each quarter. 

c) By January 1 of each year, each District Conservationist will submit the final OK-
MGT-WKSHT-1 to the ASTC(FO), zone practice reviewers, and the BOT.  The 
District Conservationist’s signature will certify completion of all required practice 
reviews for the previous fiscal year.  If the necessary number of reviews have not 
been completed, then the back side of OK-MGT-WKSHT-1 will be used to explain 
the reason(s) practice reviews have not been completed in the required time frame, 
and document a plan for completing the practice reviews. 

d) District Conservationists will notify the practice reviewer when items identified as 
pending have been completed and to request their concurrence in removing the 
review out of pending status.  If the practice reviewer determines that actions 
completed are adequate to remove the practice from pending, then the practice 
reviewer will notify the District Conservationist, ASTC(FO), and the appropriate 
member of the BOT. 

e) District Conservationists are required to report the status of pending practice reviews 
each 90 days to the ASTC(FO) and the zone practice reviewers until the item has 
been removed from pending status by the practice reviewer. 

8) Quality control of practice reviews 
a) Each individual performing practice reviews will have at least two practice reviews 

that they have completed, reviewed for quality control.  The BOT or their designee 
will complete quality control reviews. 

b) Ecological Sciences practice reviewers will submit a final report on OK-CPA-5 to the 
State Resource Conservationist by January 1. 

c) Engineering practice reviewers will submit an intermediate report on OK-ENG-37 to 
the State Conservation Engineer by September 30, and a final OK-ENG-37 by 
January 15. 

d) The State Conservation Engineer and State Resource Conservationist will submit a 
summary report for quality control of practice reviews to the State Conservationist by 
January 31 of each year.  
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Conservation Plan Reviews 
• The conservation planning certification process, as outlined in 180-GM, Part 409, will be 

the process for reviewing conservation plan quality. 

• Either the Resource Specialist or Level 3 Planner from the team will review the 
conservation plan for quality assurance. The Resource Soil Scientist will schedule and 
be a part of the review process and provide input, training, and guidance. 

• The reviewer will select two conservation plans per employee with conservation planning 
responsibilities for review. One conservation plan may be used for planning certification. 
Both plans will be used for the quality assurance process. 

• Exhibit 1 of 180-GM, Part 409, Amend. OK11, February 2002, will be used to document 
the conservation plan review for conservation planning certification and quality 
assurance.  

• All conservation plan reviews will be sent to the employee, the DC, and the ASTC(FO), 
and the chair of the BOT with findings and/or recommendations. 

• A quality control review will be completed on all Resource Specialists and Level 3 
planners completing conservation plan reviews. This quality control review will consist of 
a minimum of one plan being randomly selected from plans reviewed and certified by the 
reviewer. The quality control reviews will be completed by the BOT or their designee. 
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Programmatic Quality Reviews 
 

1) Considerations for Program Quality Reviews 
a) Program contract reviews will be conducted annually at each field office.  Each 

program must be reviewed a minimum of once every three years. The representative 
sample selected for these reviews must include a representation of all programs 
implemented within the team. A minimum of one (1) contract will be reviewed per 
program with additional reviews conducted as determined necessary by the 
reviewer. Contracts reviewed will include a mixture of new contracts and contracts in 
varying stages of implementation. 

b) Results of each FO programmatic review will be shared will all field offices within the 
team and each office will be responsible for using that information to correct known 
deficiencies.  ASTC(FO)’s will follow up with all offices to insure that action items are 
being addressed in other offices where that program exists but was not reviewed that 
year. 

c) First time implementation of programs for NRCS or a given office will require review 
of that program activity in the office(s) in the first year of implementation. The above 
multi-year rotation would not be applicable until an acceptable level of quality for the 
program has been established for the office in servicing the program. 

d) All programs for which NRCS has accepted any degree of technical or programmatic 
responsibility will be incorporated into the entirety of the review process. This 
includes, but is not limited to Partners for Wildlife, State Cost-share Program, and 
319 Water Quality Demonstration Projects. 

e) All contracts held by NRCS employees or immediate family members (spouse, 
children, mother, father, siblings, and/or grandparents) will be reviewed each year in 
addition to the other contracts selected for review. 

f) The primary focus of the program quality reviews will be conformance with program 
policy, procedure, and processes. Summary reports for these reviews will indicate 
the program(s) that were reviewed and findings encountered. 

 
2) Program Reviewers 

a) Teams, with the concurrence of the ASTC(FO), will select a minimum of two (2) 
individuals to conduct program reviews from its member field offices.  The approved 
list of team program reviewers will be forwarded to the ASTC(Programs) no later 
than November 15 annually. 

b) Teams may nominate other individuals to replace program reviewers but should 
maintain at least one individual with program review team experience. 

c) Program liaisons will be responsible for coordinating and assisting with program 
quality reviews within their respective Zone.  

d) The ASTC(Programs) and the Programs staff will be responsible for training selected 
reviewers and liaisons regarding program review requirements. 

3) Timing of Program Quality Reviews 
a) Program reviews should be conducted as soon as possible after application review 

period(s) and selection of applications for contract development.  Program reviews 
must be completed by no later than January 1 annually. 
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b) District Conservationists are responsible for requesting the scheduling of program 
reviews in consideration of deadlines, workload, and schedules. 

4) Program Quality Review Procedures 
a) Field offices will provide the program reviewers a list of active programs, including 

information regarding the implementation of new programs and the year a program 
was last reviewed, using the Field Office Program Activity Report (form OK-SPA-
441).  Program reviewers will use this list to schedule appropriate reviews within the 
team. 

i) Team program reviewers will coordinate the program review schedule between 
themselves and the field offices.   

ii) All programs that are active within the team will be reviewed annually.   

iii) Program reviewers will rotate field office program review schedules to avoid an 
individual reviewer conducting reviews in any field office in consecutive years. 

b) Program reviewers will utilize the most current check sheet for each 
contract/program reviewed.  Reviewers will forward the original copy of the check 
sheet to the ASTC(Programs), a copy to the field office, and keep a copy for their 
record. 

c) Program reviewers will document reviews completed on the Summary of Program 
Quality Reviews (form OK-SPA-442) by field office and program. Reviewers will 
forward the original copy of the summary, with appropriate check sheet, to the 
ASTC(Programs), a copy to the field office, and keep a copy for their record. 

5) Handling Errors 
a) Technical errors 

i) Apparent technical errors identified during the program review process will be 
documented by on the appropriate check sheet by including the words “Technical 
Review Recommended” at the top of the check sheet and forwarded to the 
appropriate zone technical staff [with a copy to the appropriate ASTC(FO) and 
ASTC(Programs)] for resolution. 

b) Errors in payment computations 

i) When detected during a program review, policy for dealing with payment 
computation errors relative to significant, insignificant, and non-reportable items 
will be consistent with the practice review instructions (Conservation Practice 
Reviews, Item 6b, i, ii, and iii). 

6) Required Program Quality Review Reports 
a) The District Conservationist will submit an OK-MGT-WKSHT-1 regarding field office 

program review activities to the ASTC(FO) at the end of each quarter with a final 
report consistent with the practice quality review instructions (Conservation Practice 
Reviews, Item 7c). 

b) District Conservationists will notify the program reviewer when items identified as 
pending have been completed and to request their concurrence in removing the 
review out of pending status.  If the program reviewer determines that actions 
completed are adequate to remove the practice from pending, then the program 
reviewer will provide a written response to the District Conservationist, ASTC(FO), 
and the ASTC(Programs). 
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e) District Conservationists are required to report the status of pending program review 
items each 90 days to the ASTC(FO) and the zone program reviewers until the item 
has been removed from pending status by the program reviewer. 

f) The ASTC(Programs), or designee, will maintain a complete record of annual 
program review activities and inform the ASTC(FO)’s at least quarterly of the number 
and status of reviews conducted by team. 

7) Quality Assurance of Program Quality Reviews 
a) The ASTC(Programs), or designee, will review program review activities in each 

administrative team by January 1 annually.  At a minimum, the review activities of 
each program reviewer will be conducted at a least one (1) field office where that 
individual performed program quality reviews that year. 

b) The ASTC(Programs) will submit a summary report for quality assurance of program 
reviews to the State Conservationist by January 31 annually.   

 



U. S. DEPARTMENT OF AGRICULTURE
NATURAL RESOURCES CONSERVATION SERVICE

NRCS-MGT-199
REV. 6-77

(FILE CODE B&F-14)
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U.S. Department of Agriculture
Natural Resources Conservation Service

Field Office Program Activity Report

OK-SPA-WKSHT-441
4-1-03

Field Office Program Year Last 
Reviewed

NRCS 
Employee     
(Y or N)2

New Program    
(Y or N)1

 1 Answer "Y" if this is the first year this program or EQIP LEA was implemented in the Field Office.
 2 Mark "Y" if contract is with NRCS employee, spouse, children, mother, father, and/or siblings.



U.S. Department of Agriculture OK-ENG-23 
Natural Resource Conservation Service Rev. 11/01 

 
EXAMINATION SHEET 

ENGINEERING PRACTICE REVIEWS 
 

Practice 
 

No(s). Extent Certified 

Field Office 
 

Client’s Name 
 

Plan No. 

Staked By Computations Checked By 

Checked By 
 

Date Certified 

 
NOTEKEEPING EXAMINATION  (A = Adequate  I = Inadequate) 

 
Item A I Comments 

Identification    

Design Data    

Layout Data    

Checkout Data    

Signatures an Dates    

Computations    

Notes Show Specs Met    

O & M Addressed    

Sketch on CPM    

Notes Properly Filed    

Payment Application    

 
FIELD EXAMINATION  (A = Adequate  I = Inadequate) 

 
Item A I Comments 

Structure Site    

Overall Quality of 
Construction  

   

Component Structural 
Parts 

   

 
 
Practice meet specifications (circle one) Yes No 
Extent is correct (circle one) Yes No 
Supporting data is adequate (circle one) Yes No 
 

(If the answer to any of the above questions is no, please complete the statement on back.) 
 
 
Examined By  ___________________________________   Date  ________________________  



a. Details of how the practice failed to meet specifications, error in extent of the practice, or 
inadequacy of supporting data.  

_____________________________________________________________________  

_____________________________________________________________________  

_____________________________________________________________________  

_____________________________________________________________________  

_____________________________________________________________________  

_____________________________________________________________________  

_____________________________________________________________________  

b. Recommendations concerning the work needed to correct deficiencies. 

_____________________________________________________________________  

_____________________________________________________________________  

_____________________________________________________________________  

_____________________________________________________________________  

_____________________________________________________________________  

_____________________________________________________________________  

_____________________________________________________________________  

c. Suggested training or other action to help prevent recurrence of deficiencies found. 

_____________________________________________________________________  

_____________________________________________________________________  

_____________________________________________________________________  

_____________________________________________________________________  

_____________________________________________________________________  

_____________________________________________________________________  

_____________________________________________________________________  



U. S. Department of Agriculture OK-CPA-5

Natural Resources Conservation Service Revised 08/02

Office:    _ Date:   

ECS Reviewer:  

Practice 
Code Producer's Name Cost 

Shared
C/S 

Program
Amount 
Certified

Plan 
Review

NRCS 
Employee 
Certifying

Correct 
Amount 
Certified

Practice 
Meets 
Specs

Support 
Records and 

Documentation
PENDING 1

1

2

3

4

5

6

7

8

9

10

11

12

*Explanation of Deficiencies: (Reference the line number, the practice code and the deficiency;  continue to back of form if needed)
Line

#
Pract 
Code

Practice Name

Ecological Sciences Quality Assurance Practice Review Ledger

1 - Items marked as PENDING should be included as pending on OK-MGT-WKSHT-2.  All other items should be considered adequate.

DEFICIENCIES



U.S. Department of Agriculture OK-MGT-WKSHT-1 
Natural Resource Conservation Service Rev. 03/03 
 

SUMMARY OF CONSERVATION PRACTICES COMPLETED 
 

Period Covered: From  __________  to  _____________ 
 

Zone  _________________________ Field Office  ____________________________ 
 
 
 
 

CONSERVATION PRACTICE REVIEWS 
 
Practice Practices  Number of Reviews  Reviewed 

Code Certified Passed Pending In 2 yrs? 

     
     
     
     
     
     
     
     
     
     
     
 

Practice Practices  Number of Reviews  Reviewed 
Code Certified Passed Pending In 2 yrs? 

     
     
     
     
     
     
     
     
     
     
     

 
 
 

PLAN REVIEWS 
 

Plans Reviewed Plan 
Developer Passed Pending Total 

    
    
    
    
    
    
    
    
    
    
    
 

 
PROGRAM REVIEWS 

 
Plans Reviewed Program 

Passed Pending Total 
    
    
    
    
    
    
    
    
    
    
    

 
I certify that the practices and reviews reported above are current for the field office on the date signed. 

 
 
 

___________________________________________ ______________ 
 District Conservationist’s Signature Date 



U.S. Department of Agriculture OK-ENG-37
Natural Resource Conservation Service Rev. 02/03

SUMMARY OF PRACTICE REVIEWS

Period Covered: From  __________  to  _____________

Reviewer  _________________________ Duty Station  __________________________

Practice Number of Reviews
Code Passed Pending, Corrected Still Pending

Totals

___________________________________________
Signature and Date



U.S. Department of Agriculture                  OK-SPA-WKSHT-442 
Natural Resources Conservation Service                          4/01/03 

Summary of Program Quality Reviews 
 

Office:  ________________________________________________________   Program:  _________________________________ 
 

* Attach copy of appropriate quality review check sheet 

Status of Review (Date)* Date of 
Review Producer Name & Contract Number Program Year Name of Reviewer 

Pending Passed 
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